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PROBATIONARY PERIOD ACTION PLAN
	Areas of Difficulty
	Improvement Required
	Evidence
	Support Required

	e.g. Demonstrates lack of understanding when taking messages
	To demonstrate clarity of understanding through message taking.
	Clear and accurate notes of telephone calls in plain English.

Polite and courteous handling of telephone and personal callers
	Attendance at Communication Skills course on [date]

Up to 3 hours observation of Receptionist or Telephonist
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